Creating and Viewing Provider Notes

Note: In order to create a provider note, an assignment to the provider is not needed. Additionally, a
provider note can be created on a closed provider record.

Creating Provider Notes on Assigned Cases

1. Create a provider note using one of two methods:

a) From your desktop, click the Provider Work hot button i
Provider Work page.

=2 This will open the Create

Select the Category from the Narrative drop-down and select the Provider. Click Create. This
will open the Provider Note page.
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b) From your desktop, click the Actions hyperlink next to your provider. This will open the Actions
page.

% Provider, Assign (8221447 Actions
Foster Home 12/07/20068 Cake, Caitlin M. (Supervisor) Des: Milwaukee License Status: Pending
@ Provider, Female (9221773) Aclions

Foster Home O325/2012 Cake, Cajflipll. La Crosse Des: Miwaukee License Status: Modify
@ Provider, Foster (92217620 Actions

Foster Home 01/11/2011 Cake, - Brown Des: Milwaukee License Status: Revoked
@ Provider, One (9221630)  Actions
Foster Home 04142009 Cake, Caitin M. Des: Milwaukee License Status: NIA

On the Actions page, select Create Provider Note and click Continue. This will open the Provider
Note page.

/= Actions - Windows Internet Explorer =10l x|

cWiSACWIS  Patl@] secicheckl's | Hep (2

— Select Action
" Create Assignment
" Create Meeting
% Create Provider Note
" Provider Note Criteria Search
' View Ticklers

[ [ [/ Trusted sites | Protected Mode: OFf [Va« [®100% ~

o

November 2016 2



2. At the top of the Provider Note page there is an option to search out the Worker Making Contact if it
is not you (the person entering the Provider Note). Enter the Date, Begin Time, and the Type. Enter
the Narrative. The Provider Note can be saved and updated for up to 30 days after it is created.
When the Note Finalized checkbox is checked or 30 days have passed, the note will be frozen and no
longer editable. Click Save to save your changes. The Create button creates a new Provider Note.
The Clear Fields button will blank out all of the fields on this note. For the Insert Correction Note
button, see the associated Creating Provider Correction Notes User Guide.

/= Provider Note - Windows Internet Explorer
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Creating Provider Notes from Search

1. From your desktop, click the Search hot button . This will open the Search page. On the
Search page, click on the Provider Organization tab to search the provider to add a note to. You do
not need to be assigned to the provider, and the provider can be open or closed. Click the Actions

hyperlink next to the provider name.
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2. Select the Create Provider Note radio button and click Continue.

/2 Actions - Windows Internet Explorer -0l x|

cWISACWIS Fiil& heck (7 Help (@

Select Action
T Creste Meeting

% Create Provider Note

" Pravider Note Criteria Search
7 wiew Ticklers

I_ |_|ﬁ Local intranet | Protected Mode; OFF |¢'h" - | Ho100% - v

November 2016



3. This opens the Provider Note page. Complete the required fields and click Save when finished.

{2 Provider Note - Windows Internet Explorer iy ] o4
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Note: Up until the day a provider note is finalized, a provider note can be updated via Search by either
the Worker Creating Note or the Worker Making Contact.
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Viewing Provider Notes

1. To view or print multiple notes for a provider from your desktop or from search, click the Actions
hyperlink next to the provider name.

) eWiSACWIS - Microsoft Internet Explorer provided by DHFS - State of Wisconsin
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2. Select the Provider Note Criteria Search radio button and click Continue.
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3. Enter the criteria for the notes to be viewed. Start Date, End Date, and at least one Category are
required. Once all desired criteria is entered, click the Search button.

Note: The Start Date and End Date pre-fill to retrieve the past 30 days’ worth of notes. These dates
can be changed to retrieve a greater or lesser timeframe.
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4. The notes returned can be sorted different ways by clicking the blue column labels like Date
Entered, Category, Type, etc. To show notes only for a particular worker, select that worker from the
Worker Name drop-down. To Print or View one provider note, select the appropriate hyperlink on
the right. To view or print all retrieved notes at once, select Print All Notes from the Options drop-
down and click ‘Go.” This will open the notes in a Microsoft Word document. The New Search
button will return you to the Provider Note Search Criteria page.
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Quick View of Provider Notes from the Desktop

From your desktop (or from search), expand the provider, expand the Narrative icon, and then put your

mouse cursor over the word (Details) to see the first 120 characters of that note. To view the entire note,
click the hyperlink.

(= eWiSACWIS - Windows Internet Explorer
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